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FOREWORD

l. Purpose. To promulgate NAVMC 2660, Discussion Leaders'.
Course.

2. ‘Information

a. Effective upon receipt, NAVMC 2660 supersedes the
"68-Hour UDL Course" for use by field commanders in
training discussion leaders. NAVMC 2660 is intended to
serve only as a guide, and field commanders are authorized
as much flexibility as necessary in adapting its contents
to meet local needs, provided graduates of the course are
thoroughly qualified to conduct leadership program seminar/
discussion groups.

b. NAVMC 2659, USMC Leadership Training for the
Organized Marine Corps Reserve, will be used in lieu of
NAVMC's 2656A, 2656B, and 2657 for discussion leader
training of the Organized Marine Corps Reserve (USMCR-(O)-).

c. NAVMC 2660 does not amend any directive promul-
gated by higher authority; if apparent conflicts arise,
the latter shall take precedence.

d. This manual will be revised on the basis of field
experience gained during the initial year of use., Accordingly
recommended changes should be forwarded via the chain of
command to the Commandant of the Marine Corps (Code MPH)
with a copy to the Head, Leadership Instruction Department,
Marine Corps Education Center, MCDEC, Quantico, Virginia
22134.

e. In consideration of austere funding, the initial
distribution of NAVMC 2660 represents the estimated minimum
essential quantities. Addressees with excessive or inadequate
distribution should request a permanent distribution change
in accordance with MCO P5600.31C, paragraph 3215.3a(2).



3. Reserve Applicability. NAVMC 2660 is applicable to
the Marine Corps Reserve.

4. Certification. Reviewed and approved this date.

R. C. SCHULZE
Brigadier General, U. S. Marine Corps
Director, Manpower Plans and Policy Division
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PART I

INFORMATION FOR COMMANDERS



INFORMATION FOR COMMANDERS

1. BACKGROUND

a. The USMC leadership program was initiated in response to
racial violence in the late 1960's. It was necessarily a crash
program and had three main, closely related goals: (1) stop the
violence, (2) provide just solutions to racial conflicts, and
(3) develop methodology which would not employ anti-establishment
approaches to assist in accomplishing these first two goals.

b. It is not maintained that this effort necessarily stopped the
violence directly. However, it did help create an atmosphere that
allowed Marine leadership to achieve constructive results, and it
did so through a methodology that spared the Marine Corps most of
the disruptive conflict that accompanied the open-confrontation,
encounter-group approach that was often employed elsewhere.

2, PROGRAM IMPLEMENTATION. With the publication of this manual,
a new and important phase of program development is beginning. It
will enable the Marine Corps to:

a. Emphasize existing program characteristics and
introduce two others under development; and

b.  Accomplish learning objectives by the usual
methods of Marine Corps training.

3. CURRENT AND EVOLVING CHARACTERISTICS OF THE LEADERSHIP PROGRAM

a. The first characteristic of this developing program is that
it is guided by research and experimentation. The educational mate-
rials used in the program, the methods of instruction, and the im-
plementation procedures are all the result of research--some of
which has been very sophisticated and some of which has been rela-
tively informal.
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Scientific studies and experiments, usually conducted by
universities and commercial research firms, are being provided at
the HQMC level. Discussion leaders are being tasked with finding
out what the local issues are so that they can be injected into
leadership discussions at the appropriate times. Included in the
research expected of these Marines are (1) keeping up with current
events; (2) occasionally reading in such areas as history, geog-
raphy, economics, biology, and sociology; (3) informally discussing
leadership training with fellow discussion leaders, instructors,
and other leaders with a view toward program improvement; and
(4) finding out what is bothering Marines at a particular command
and asking their suggestions on solutions.

b. The second characteristic is that the program is based
upon objective values, rather than being based upon a "relativistic"
or “self" theory. This is important because the leadership program
attempts to rejuvenate some of the basic values we hold as Americans,
such as freedom, democracy, equality, and the need for order. Most
importantly, this characteristic addresses the dual-1ife value, which
is defined operationally as the belief that: "We have a duty to
others and we have a duty to ourselves." This philosophy appears
much closer to satisfying the goals of a military organization than
the "“do-your-own-thing" philosophy.

This values base also rejects the impression that racial
violence is simply an isolatable problem. Rather, the philosophy
beneath the Marine Corps approach holds that all the complex human
problems, e.g., the women's movement, drug abuse, and family break-
down, derive from the same source--modern values confusion. Hence,
the starting point for a long-term solution to any‘of our human
problems must be the.identification of common yalues by all of the
conflicting sectors of society, especially inside the Corps.
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c. The third program characteristic is the rational cross-
group discussion of differences. The leadership discussion group
serves as a forum for the rational exchange of ideas. It also is an
opportunity for leaders to provide their Marines with information to
dispel the emotional basis for myths and misunderstandings in the
area of human conflict. Thus it fulfills the Marine's need, as a
reasonable human being, to have his/her reason in control of irra-
tional inclinations. The discussion group also provides practice
individual action assignments designed to prepare Marines for the
continuing action program.

d. The fourth characteristic,'just mentioned, is that the
program is action oriented. Research and the discussion of values
in rational groups are designed to motivate each Marine to adjust
his or her behayior in positive ways, through interpersonal relations
with others across such barriers as age, grade, sex, and race. In-
cluded is the need to obtain the skills which wi11.a11ow these
positive behavioral adjustments. This is the self-development part
of individual action.

e. In addition to these four characteristics which are cur~
rently operational, experiments are being conducted with a fifth
characteristic not yet approved for Corps-wide implementation. This
characteristic is referred to as ethics and the disciplined use of
force. Here, the concern is to develop within Marines the ethical,
disciplined, responsible use of force in order to eliminate fear,
insecurity, and prejudice. A Marine who intends to practice the
values, principles, and interpersonal relations discussed in this
program must develop the physical, mental, and ethical skills needed
to stand against those who would practice bigotry, discrimination,
disruption, and other 1ife-threaten1ng'actibns.. Marines who acquire
these skills are the defenders and protectors of all people.
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Ethics and the disciplined use of force is a crucial facet
of the program. It has been used successfully in small experiments
but must be further tested in a more expanded experimental plan.
Consisting mainly of combined lessons in ethics and the unarmed
combat skills, i.e., in ethics and the disciplined use of force, it
has multiple purposes. It helps provide Marines with the confidence
needed to support basic human values during this period of consider-
able values confusion. Similarly, it helps clarify the true nature
of the Marine Corps leadership effort as a strong, values-defending
package, rather than a "do-good" package as it has been mistakenly
viewed too often in the past. This physical aspect of leadership
training should not be introduced without further guidance. However,
it will be helpful if commanders describe this developing aspect of
the program to their Marines,

f. Finally, the sixth characteristic, an incentive system,
1s in its earliest stages of development. This system is envisioned
to encompass five broad subsystems designed to cover the formal
schools at MCDEC as well as field commands. The five are:

(1) Tests. The ability to test the leadership knowledge
of individual Marines is necessary in order to ensure that they are
in fact learning the material. Testing is essential within the formal
schools in order to give weight to the leadership instruction and to
ensure that knowledgeable Marines are qualified as instructors and
discussion leaders.

(2) insgections. Primarily for use at field commands,
this subsystem includes inspections at all levels in the chain of
command, beginning with Inspector General of the Marine Corps.
Formal inspection checklists as well as informal methods of inspec-
tion would be employed.
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(3) Rewards. This subsystem is to be used in the formal
schools and in the field. It would cover every reward from verbal
praise in informal situations to the presentation of special awards
at formal ceremonies. Appropriate rewards would be included for
each level in the chain of command.

(4) Punishments. This éubsystem, of course, goes hand
in hand with the reward component. Both formal and informal punish-
ments would be included.

(5) Evaluations. Evaluation will certainly be the most
difficult subsystem to develop and to implement. However, it is
important to determine if leadership training and other subsystems
of the incentive system are achieving the desired results. To this
end,'practical, usable, command-conducted, immediate feedback
evaluation is necessary, whereby each level within the chain of
command can determine training effectiveness and needed changes.

4; PROGRAM COMPONENTS

a. The orientation is the first component to be presented
in the leadership program, as well as in the Teadership instruction
conducted in the formal schools at Quantico. Its purposes are to
(1) provide the student with an overview of the program, (2) provoke
thought for the discussions to follow, and (3) motivate Marines to
meaningful participation by providing other information of a
general nature.

b. The education component takes place in the guided discus-
sion groups. Although training materials are provided for use in
the groups, discussion leaders must be prepared to supplement them
by injecting local issues, current events, and real-life anecdotal
examples designed to make the training more meaningful.

¢. Individual action, the third and final component, is the
desired result of the orientation and education components. Unless
Marines commit themselves to individual action assignments, the other
two components will have failed. The scope of individual action is
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broad. It includes some self~improvement, unit improvement, and
certain constructive interpersonal actions--not only toward Marines
of all racial, ethnic, social, and economic backgrounds, but also
toward all members of other Armed Services and toward civilians.

5. ROLE QOF COMMANDERS. It is the responsibility of commanders
to help guide the development of the leadership program toward

its total integration into the Marine Corps chain of command. The
most appropriate role for commanders and their staffs in facilitating
that transition is to ensure that Marines of lesser grade are pro-
vided with the best possible guidance and assistance during the
implementation and conduct of leadership training, including con-
tinuous action programs. As a beginning, leaders should study
the educational materials asscciated with the leadership program
in order to increase their knowledge and to answer questions posed
by their Marines.
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ADMINISTRATIVE INSTRUCTIONS FOR
DISCUSSION LEADERS' COURSE

Background

Because of the many variables associated with implementation
of the leadership program, specific instructions for local imple-
mentation of this course are not provided. As transition from
human relations to leadership continues, ways and means of full
program development and implementation are yet to be devised.
However, it is apparent that the role of the discussion leader
is being expanded beyond guiding a group discussion using educa-
tional materials developed at the Headquarters Marine Corps level.
Among other d'ties, this expanding role requires that the discus-
sion leader:

a. Assume the role of teacher;

b. Learn the skills necessary to inject items of local
interest and current events into the discussions;

c. Develop the skills needed to write leadership situations
and action program assignments that can be used to solve local
leadership problems or situations;

d. Learn to use chalkboards, flip-charts, and other
training aids that will enhance the instruction;

e. Be able to talk about a variety of leadekship topics,
not only those contained in the educational materials, but a]so
those that are brought up outside the classroom, e.g., in the
office, at the club, or in the field;

f. Set the example of effective leadership at all times,
including personal involvement in individual action;
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g. Be able to measure the effectiveness of leadership
instruction by orally testing the learning objectives associated
with the educational materials; and

h.  Develop procedures for gathering information which will
determine what the current situation is and how that situation
affects the leadership training being conducted.

It should be evident from this expanded role that a discus-
sion leaders' training course should be structured to provide the
technology necessary to present effective leadership training.
Although the main thrust is to teach technology, there are two
primary areas in which cognitive learning must occur as well.
First, discussion leaders must learn, understand, and be able to
explain.the concepts discussed in USMC Leadership Discussion
Leader Manual, NAVMC 2656A. This thorough understanding is
essential if discussion leaders are to be able to present leader-
ship instruction in terms that Marines in the discussion group
can understand and to which they can relate. The second area
concerns the individual action program. Discussion leaders must
know the full scope of individual action in order to advise
individual Marines on ways to improve themselves mentally,
physically, and ethically.

Use of Materials

A mandatory program of instruction is included as a basis for
the discussion leaders' course. However, each subcourse is
structured to provide instructors with flexibility in its use.
Subcourses are formatted as prescribed by Marine Corps Order
P1510.23A, "Design of Courses of Instruction." They include in-
structor notes, detailed outlines of lectures, student outlines,
annexes, and student advance sheets, as appropriate. More de-
tailed student outlines may be developed and provided for each
subcourse, at the discretion of the instructor.
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Commanders and instructors are encouraged to expand their
discussion leaders’ course to fit the needs and resources of their
local unit. For example, if an action assignment in the local
community is deemed appropriate, then a subcourse in this area
should be developed and included in the training. Similarly,
in order to keep the discussion leader informed about current
leadership issues, subcourses may be added which deal with those
problem areas discussed in NAVMC's 2656A and 2657 or with
other issues identified by the command, e.g., substance abuse,
educational opportunities, community relations, child abuse, and
the role of the military man/woman in today's society.

Instructors are also authorized and encouraged to augment
the materials in this course through the use of:

a. Guest instructors, e.g., the OIC of a unit's training
support center might be asked to teach Subcourse 0203, "Mediating
Devices and Equipment (Training Aids) *;

b. Visual a1ds (Those provided with Subcourse 0307, "In-

formation Gather1ng," may be modified as desired as long as
the tenor of the instruction is maintained);

c. Films, both those approved by Headquarters Marine Corps
for use within basic leadership training and others.which relate
to the material in the discussion leaders' course; and

d.  Outside reading assignments, e.g., topics drawn from the
professional reading 1ist published in Marine Corps Leadership
Training Progress Report Number 4 dated 9 November 1975.

Both the films and outside reading assignments are to be
‘used in addition to, not in place of, any of the subcourses
in the program of instruction.
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Program of Instruction

The time estimates for the following subcourses are based
upon the assumption of twelve Marines in each training group.

1. Welcome Address (0101) 0.5 L

PURPOSE: To enable the student to gain an understanding of the
leadership views of the Commanding Officer or his/her designated
representative.

2. Individual Introductions (0102) 2.0 L/GD

PURPOSE: To provide the student with a knowledge of why a series
of discussion group meetings should begin with an individual intro-
duction by each Marine in the group.

3. Course Introduction (0103) 0.5 L

PURPOSE: To provide the instructor with an opportunity to
accomplish administrative matters on the first day of the discus-
sion leaders' course.

4. Effective Listening (0201) 1.0 L

PURPOSE: To present information concerning the need for effective
listening so that discussion leaders can provide meaningful leader-
ship training to their Marines.
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5. Initial Orientation (0202) 1.0 L

PURPQSE: To provide background information concerning the leader-
ship program in general and the discussion leaders' course in
particular.

6. Mediating Devices and Equipment 0.5 L
(Training Aids) (0203)

PURPOSE: To provide the student with a general understanding of
mediating devices and equipment as background for their development
and use in leadership training.

7. Use and Introduction of Guest 0.5 L/PA
Speakers (0204)

PURPOSE: To provide the student with information on how to use
guest speakers during leadership training and how to introduce them
to Marines.

8. Management of Individual Action (0205) 1.0 L

PURPOSE: To provide the student with information concerning the
discussion leader's responsibilities in the management of individual
action programs. ‘

9. A Test of Leadership Traits (0301) 1.5  L/PA

PURPOSE: To increase thestudent's understanding of leadership
traits, as well as the ability toexplain and apply them in ways
that will enhance leadership training. '

10.  2-Minute Impromptu Speeches (0302) 2.0 - L/PA

PURPOSE: To provide the student with the opportunity to speak in
an impromptu manner on a variety of leadership topics in order

to increase his/her speaking ability and general knowledge of leader-
ship topics.
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11. Discussion Leading (0303) 1.0 L/PA
PURPOSE: To introduce the student. to the procedures used in
planning and conducting group discussions.

12. Student-Led Discussions (0304) 24.0 GD
PURPOSE: To provide the student with an opportunity to practice

1eading a guided group discussion.

13.  Oral/Written Reports (0305) 1.75 L/GD/PA

PURPOSE : To provide the student with the opportunity to gain in-
depth knowledge about a variety of subjects contained in the educa-
tional materials used in the leadership program.

14. Vocabulary Insights (0306) 1.0 L/GD/PA

PURPOSE: To provide the student with an appreciation of (1) the
difficult vocabulary used in the leadership materials and by
some discussion leaders, and (2) the fact that, as a result,
some Marines cannot understand the concepts being discussed.

15.  Information Gathering (0307) 5.5 L/PA

PURPOSE: To provide the student with the background and tech-
niques needed to gather information for use in leadership training.

16.  Development of Leadership Situations 7.0 L/GD/PA
and Action Assignments (0308)

PURPOSE: To provide the student with the skills necessary to
develop a case study or action assignment designed to deal with
a local leadership situation, issue, or problem.

- 17.  Oral Testing of Learning Objectives 1.0 L/PA
(0309) .
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PURPOSE: To provide the student with the procedures and skills
needed to test orally the learning objectives contained in educa-
tional materials used in the leadership program.
18. Iceberg Chart of Human Conflict 0.5 L/PA

(0310) ' ,
PURPOSE: To provide the student with an opportunity to practice
using the Iceberg Chart in determining the underlying causes of
leadership problems and in explaining the causes to Marines.

19. The Big Picture of USMC Leadership 1.5 L/PA/D
(0311)

PURPOSE: To provide the student with the skills and procedures

needed to present The Big Picture of USMC Leadership to

Marines.

20. Use and Control of Teams of 4 or 5 0.5 L
Marines (0312)

PURPOSE: To provide the student with information concerning the
use and control of teams of 4 or 5 Marines.

21. USMC Leadership Discussion Manual, 10.0 GD
NAVMC 26568 {0401)

PURPOSE: To provide the student with an understanding of the
philosophical concepts and related ideas/issues contained in the
USMC Leadership Discussion Manual, NAVMC 2656B.

22. USMC Annual Leadership Training, 3.25 L/GD
NAVMC 2657 (0402)

PURPOSE: To provide the student with an overview of USMC Annual
Leadership Training, NAVMC 2657.

23. USMC Leadership Discussion Leader 3.0 L/PA
ManuaT, NAVMC 2656A (0403)

PURPOSE: To provide the student with an overall knowledge of
USMC Leadership Discussion Leader Manual, NAVMC 2656A.
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24. Resource Document on the U.S. 0.5 L
Government (0404)
PURPOSE: To provide the student with a resource document that
can be used as background information when presenting instruction
in leadership training, particularly Chapter Five, USMC Leadership
Discussion Leader Manual, NAVMC 2656A.

Training Schedule

Local training schedules should be developed in the standard
format. An example is indicated below.

FROM: Commanding General
TO: Discussion Leader Students, Class 1-76

SUBJECT: Training Schedule for Discussion Leaders' Course

Training Student

Day/Time Subject References - Instructor Asg. Remarks

T/D #1

0800-0830 Course Intro- None - Capt Smith N/A None
duction

The references and student assignments should be taken from the
specific subcourse involved. Following is a sample training
schedule indicating the training day, time, and subject only.
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Training

Day/Time

T/D #1
 0800-0830

0830-0900
0900-1000
1000-1100
1100-1130

1130-1300
1300-1430

1430-1500
1500-1630

T/D #2
0800-1130

1130-1300
1300-1630

II-ix

Subject

Course Introduction
0103 (L)

Welcome Address
0101 (L)

Effective Listening
0201 (L)

Initial Orientation
0202 (L)

Individual Introductions
0102 (L/GD)

Lunéh and PT

Individual Introductions
0102 (L/GD)

2-Minute Impromptu Speeches
0302 (L/PA)

USMC Leadershié;Discussion
Manual, NAVMC 2656B

0401 (GD)

USMC Leadership Discussion
Manual, NAVMC 2656B

0401 (GD)
Lunch and PT

USMC Leadership Discussion
Manual, NAVMC 2656B

0401 (GD)




T/D #3
0800-0815

0815-0915

0915-0945

0945-1000

1000-1130

1130-1300
1300-1430

1430-1500
1500-1600

1600-1630

T/D #4
0800-0815

0815-1015

1015-1200

2-Minute Impromptu Speeches
0302 (PA)

Discussion Leading
0303 (L/PA)

Use and Control of Teams
of 4 or 5 Marines
0312 (L)

Oral/Written Reports
0305 (L/GD/PA)

The Big Picture of USMC
Leadership
0311 (L/PA/D)

Lunch and PT

USMC Leadership Discussion
Manual, NAVMC 26568

0401 (GD)

Resource Document on the
U.S. Government
0404 (L)

USMC Leadership Discussion
Leader Manual, NAVMC 2656A
0403 (L/PA)

Iceberg Chart of Human
Conflict

0310 (L/PA)

2-Minute Impromptu Speeches
0302 (PA)

USMC Leadership Discussion

Leader Manual, NAVMC 2656A

0403 (L/PA)
USMC Annual Leadership

Training, NAVMC 2657
0402 (L/GD)
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1200-13Q0
1300-1430

1430-1630

T/D #5
0800-1130

1130-1300
1300-1330

1330-1630

T/D #6
0800-1200

1200-1300
1300-1330

1330-1400
1400-1500

1500-1600

1600-1630

Lunch and PT

USMC Annual Leadeérship
Training, NAVYMC 2657
0402 (L/GD)

Information Gathering
0307 (L/PA)

Information Gathering
0307 (L/PA)

Lunch and PT

A Test of Leadership
Traits (Part A)
0301 (L/PA)

Development of Leadership
Situations and Action
Assignments

0308 (L/GD/PA)

Development of Leadership
Situations and Action
Assignments

0308 (PA)

Lunch and PT

A Test of Leadership
Traits (Part B)
0301 (PA)

Oral/Written Reports
0305 (PA)

Vocabulary Insights
0306 (L/GD/PA)

Oral Testing of Learning
Objectives
0309 (L/PA)

Mediating Devices and
Equipment (Training Aids)
0203 (L)
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T/D #7

0800-1000

1000-1030

1030-1130

1130-1300
1300-1500

1500-1530

1530-1630

T/D #8

0800-1000
1000-1030
1030-1130

1130-1300
1300-1500

1500-1530

1530-1630

T/D #9

0800-0900

0900-1100

1100-1130

Student-Led Discussions
0304 (GD)

Ora]/Written Reports
0305 (PA)

Student-Led Discussions
0304 (GD)

Lunch and PT

Student-Led Discussions
0304 (GD)

Ora]/Written’Reports
0305 (PA)

Student-Led Discussions
0304 (GD)
Sfudent-Led Discussions

0304 (GD)

2-Minute Impromptu Speeches
0302 (PA)

- Student-Led Discussions

0304 (GD)
Lunch and PT

Student-Led Discussions
0304 (GD) :

Use ahd Introduction of
Guest Speakers
0204 (L/PA)

Student-Led Discussions
0304 (GD)

Management of Individual
Action
0205 (L)

Student-Led Discussions
0304 (GD)

A Test of Leadership

Traits (Part C)
0301 (PA)
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1130-1300 Lunch and PT

1300-1500 Student-Led Discussions
0304 (GD)

1500-1530 2-Minute Impromptu Speeches
0302 (PA) v

1530-1630 Student-Led Discussions
0304 (GD)

T/D #10

0800-1200 Student-Led Discussions
0304 (GD)

1200-1300 Lunch and PT

1300-1600 Student-Led Discussions
0304 (GD)

END OF COURSE

Reminder

The subcourses included in this package can prepare a discus-
sion leader for his/her duties; however, it is only through
monitoring and informal evaluation that commanders can determine
the adequacy of their discussion leaders' training. Marine Corps
Order 5390.2A, Enclosure (6), Leadership Program Report, provides
commanders with an opportunity to report on the program. Further
assistance for discussion leader training subcourses may be
requested through that channel.
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WELCOME ADDRESS

Instructor Notes

A welcoming address by the Commanding Officer or his/her
designated representative is highly desirable and lends both
command support and emphasis to the course. The speaker should
be senior to the highest ranking student.

No sample text is provided for the address, since the
"views on leadership" will vary with each speaker. However,
some relationship between the speaker's views and this discus-
sion leaders' course should be stressed.

Schedule the address early on the first training day, since
its primary purpose is motivational. It can be inserted into
the period designated for the Course Introduction subcourse where
flexibility has been allowed for speakers who are brief as well
as for those who will talk for longer periods of time. However,
schedule the address as a separate item on the training outline.
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WELCOME ADDRESS

"Views on Leadership"

LESSON PURPOSE: To enable the student to gain an understanding_
of the leadership views of the Commanding Officer or his/her

designated representative.

LEARNING OBJECTIVES: This period of instruction has an informational
objective, rather than a behavioral objactive, the satisfaction of
which will not be measured during the course. '
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INDIVIDUAL INTRODUCTIONS
Subcourse 0102

Instructor Notes

Part One

Part Two

Annex A

Detailed Qutline
Student Outline

Sample Format for
Individual Introductions
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INDIVIDUAL INTRODUCTIONS

Instructor Notes

These materials should be presented at the first opportunity
following placement of the students into a guided discussion
group environment.

Part One consists of a detailed outline for a lecture of
approximately ten minutes. This material should be presented in
the instructor's own words, in as informal a manner as possible.
It ds suggested that the instructor present the material
while sitting in his/her normal place at the table.

Part Two consists of a student outline. Allow sufficient
time for the students to read the first page of the outline prior
to beginning the lecture.

Annex A is a sample format that can be used during individual
introductions.
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INDIVIDUAL INTRODUCTIONS
Detailed Qutline

INTRODUCTION

1. GAIN ATTENTION. The term "individual introductions" simply
means a brief outline of the personal history and background of
each Marine in the discussion group. Such introductions are a

part of this course of instruction, as well as the training you

will be prov‘ding other Marines in your role-as a discussion leader.

2. MOTIVATE. One of the most important--and difficult--tasks

of the discussion leader is to ensure full participation by every-
one in the group. This is easier to accomplish if each Marine

comes to know, and to gain some insight and understanding concerning,
each of the other Marines in the group. The individual introductions
we are about to make will assist both the discussion leader and the
grbup members in this effort. Since the first several meetings are
crucial to the success of a discussion group, this groundwork for
meaningful discussions must be laid early. ' '

- 3. PURPOSE. The purpose of this period of instruction is to
provide the student with a knowledge of why a series of discus-
sion group meetings should begin with an individual introduction
by each Marine in the group.

4. LEARNING OBJECTIVES

a. During this period of instruction, the student will, as
a member of .a discussion group, and with the use of references:
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(1) Present a brief oral outline of his/her personal
history and background, using the format set forth in Annex A of
the student outline as a guideline; and

(2) Prepare notes on the presentation by other Marines
in the group for use during later periods when he/she will act as
a discussion leader for a group of fellow students. '

b. Following this instruction, without the aid of references,
and in accordance with instructional material presented, the student will
be able to state and explain the four benefits of the individual intro-
ductions that commence a series of discussion group meetings from the
standpoint of both the discussion leader and the group members.

BODY

1.  INDIVIDUAL INTRODUCTIONS AS A PART OF DISCUSSION GROUP TRAINING

a. Benefits to the Group Members

(1) Assists those Marines who are normally reluctant to
speak up in a group. They have an opportunity to begin talking in
the group on the subject they know best--themselves.

(2) Allows Marines to gain some initial knowledge and
insight into the other group members--to see some welcome similarities,
e.g., same hometown and similar duty stations, and also perhaps some
basic differences.

b. Benefits to the Discussion Leader

(1) Allows the discussion leader to make an initial
assessment of individual Marines in a discussion group setting.

(2) Enables the leader, during the actual discussions, to
call upon a Marine he/she now knows to have special knowledge,

background, experience, or training in an area that is pertinent
to an issue under discussion. A shy or reluctant Marine may also
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be encouraged to participate if it is pointed out that he/she
does have special knowledge that would assist the group.
(Example: "Sgt. Jones, you told us that you had recently
returned from Okinawa. What do you think would be the reaction
of the Okinawans that you knew to a situation similar to the one
we are discussing?")

2. METHODOLOGY

a. Led by the Discussion Leader

(1) The individual introductions are led off by the
discussion leader. He/she should give a frank and complete self-
introduction, so that the Marines in the group will do the same.
If the leader gives only a very sketchy outline, the group members

will follow that lead. o o
- (2) It is important that the discussion leader's intro-

duction set the tone for a thoughtful, rather than an emotional,
approach. He/she must avoid "talking down" to the group, e.g.,
spending considerable time talking about college careers, and-
avoid making statements that give the impression of strong preju-
dices against-a particular race or group to the extent that they
would interfere with providing effective leadership. The discus-
"sion Teader should set the example by using that desirable
leadership trait--tact. "

(3) Following the discussion 1eader, each member in
turn presents his/her individual introduction. Note that a Marine
may skip or omit any item on the introduction outline.

b. Item No. 9 - Preiudi

(1) The last part of the individual introduction asks
each Marine to identify the forces of prejudice working in his/
her hometown, schools, etc., and the success achieved in rising
above those forces. This part of the introduction serves several
purposes:
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(a) To show that topics and feelings we usually
keep hidden can be discussed frankly and calmly, without embarrass-
ment;

(b) To show that open discussion of negative
influences in our culture can assist leadership; and

(c) To assist the group members in identifying
subtle or unconscious prejudicial influences in their own histories.
(Occasionally, every Marine in a discussion group will assert he/
she has no prejudices whatsoever. The discussion leader can point
out the possible naiveté of that position by raising questions
about unthinking ethnic jokes, the use of derogatory ethnic terms
and names, etc.)

OPPORTUNITY FOR QUESTIONS AND COMMENTS

SUMMARY

We have briefly talked about the importance of individual
introductions in getting a discussion group started on an open and
rational.basis. If there are no further questions, we'll use them
now to set the same tone for your discussion leader training. I
will lead off, followed by each of you. Please 1imit your introduc-
tion to 5 minutes; and, as we go along, don't forget to jot down
some notes for later use.
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HEADING
INDIVIDUAL INTRODUCTIONS

Student Outline

LESSON PURPOSE: To provide the student with a knowledge of why
a series of discussion group meetings should begin with an individual

introduction by each Marine in the group.

STUDENT REFERENCES: USMC Leadership Discussion Leader Manual,
NAVMC 2656A, Page 1-2

LEARNING OBJECTIVES:

2. During this period of instruction, the student will, as
a member of a discussion group, and with the use of references:

(1) Present a brief oral outline of his/her personal
history and background, using the format set forth in Annex A as
a guideline; and |

(2) Prepare notes on the presentations by other Marines
in the group for use during later periods when he/she will act as
a discussion leader for a group of fellow students.

b. Following this instruction, without the aid of references,
and in accordance with instructional material presented, the student will
be able to state and explain the four benefits of the individual intro-
ductions that commence a series of discussion group meetings from the
standpoint of botnh the discussion leader and the group members.

STUDENT ASSIGNMENT:

a. The student will listen to a brief lecture.
b. The student will present an individual introduction.

c. There are no student preparation requirements for this

training period.
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INSTRUCTIONAL METHODOLOGY:

Following a brief presentation by the instructor on the
purposes of individual introductions as a part of the discussion
group method of training, each member, including the instructor,
will present a brief, oral outline of his/her personal history
and background. The format in Annex A will be used as a guide-
line.
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[I.

I1.

Iv.

OUTLINE (Short Lecture)

INTRODUCTION

PURPOSE

LEARNING OBJECTIVES

BODY

A. Individual Introductions as a Part of Discussion Group Training
1. Benefits to the Group Members

2. Benefits to the Discussion Leader

B. Methodology

1. Led by the Discussion Leader
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2. Item No. 9 - Prejudice

V.  OPPORTUNITY FOR QUESTIONS AND COMMENTS

VI.  SUMMARY
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Annex A
INDIVIDUAL INTRODUCTIONS

(Sample Format)

Each Marine (discussion leader first) will use the following
outline in introducing him/herself. Any participant may skip or
omit any of the items.

1. Name (Include military/civilian grade)

2. Age

3. Childhood home and other significant places of residence
Married or single

Number of children, brothers and sisters

A O M

Generation or communication gap, if any, in family; any ways
you were (or are) to blame

7. Educational interests, work experience, combat experiences,
hobbies, and athletic interests (Include current MOS or civilian
skill) '

8. Childhood economic situation:
a. Considerable want

b. No want, but few luxuries

(@}

Very comfortable, including luxuries

9. Degree of prejudice existing in your hometown, school, and
church, for example, toward minorities, women, religious
aroups, etc.; yvour success in not lettina that prejudice
result in actual discrimination against anyone
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COURSE INTRODUCTION

Subcourse 0103

Page
Inﬁtructor Notes , II-C-ii
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COURSE INTRODUCTION

Instructor Notes

These materials are to be used during the first scheduled
period of the first training day. They contain information of an
administrative nature and are designed to facilitate the beginning
of the course. Instructors should use their own words to avoid
giving the impression that a formal lecture is being presented.

A friendly, easy manner is desired.

Part One is a detailed outline of some of the items that
should be covered. It is not all-inclusive, and the instructor
is encouraged to add items as appropriate, e.g., the program of
instruction developed by the instructor and/or the training
schedule which indicates the hour-by-hour plan for the conduct
of the course. You might also provide the students with a copy
of Toward a Scientific Ethic and make it required reading.
Annex A* is provided as an example of what might be distributed
during this period.

Be flexible in the use of time during the course introduction.
For example, be prepared to stop whatever you are doing to intro-
duce the "welcome address" speaker whenever he/she arrives. If
the welcome address takes more or less than the time scheduled
for its presentation, you will have to adjust the number of items
to be covered during the introductory period.

*Annex A -~ Paragraph 5390, Marine Corps Manual
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COURSE INTRODUCTION
Detailed Outline

LESSON PURPOSE: To provide the instructor with an opportunity to
accomplish administrative matters on the first day of the discussion
leaders' course.

STUDENT REFERENCES: Marine Corps Manual, Paragraph 5390
Marine Corps Order 5390.2A

TEXT FOR COURSE INTRODUCTION

Good morning. My name is (grade and name) , and I'm from
(location and position held) . 1'd like to take this

opportunity to welcome you to the discussion leaders' course. The
purpose of this course is to provide you with the necessary training
to enable you to conduct guided group discussions in the Marine Corps
leadership program. Successful completion of this course will qualify
you to conduct discussions for those Marines who participate in

basic leadership training and for other Marines participating in

annual training. We'll give you more information on the course during
the orientation.

(Name and grade of Marine giving the welcoming talk), the
(Marine's position), of the (Marine's organization),(e.g., Colonel
J.P. Smith, the G-3 of the 3d Marine Division) will be here at
(time) to welcome you officially to the course. It isn't expected
that his remarks will last too long. When he arrives, we'll stop

what we're doing to hear his address.

At this time I'd like to introduce the other members of the
instructor staff to you. They will be conducting a large portion
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of the instruction, so you'll be seeing a 1ot of them over the

next __ weeks. (Introduce the entire staff at this time. Provide
some background on each individual, particularly his/her qualifica-
tions as an instructor in the Teadership field.)

That concludes the staff introductions. I do have a couple of
administrative comments. Classes will be conducted each working day

from to . It is important that we begin on time. The
telephone number at the Leadership Office is , and the office
is located at . Please call us if you have a

problem or will be late for a class. Feel free to visit us at any
time, particularly if you have a problem with any of the instruction.
(Any other administrative details, e.g., fire drills, coffee mess,
etc., should be mentioned at this time.)

On the table in front of you is a stack of handouts. They
include

(Address the importance of each handout. )
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Annex A

COURSE INTRODUCTION

Paragraph 5390 from the Marine Corps Manual

5390 MILITARY LEADERSHIP
1. Definition
a. Leadership is the sum of those qualities of intellect,

human understanding, and moral character that enables a person to
inspire and to control a group of people successfully.

2. Purpose and scope

a. The Marine Corps leadefship program objective is to
develop the leadership qualities of each Marine to enable him to
assume progressively greater responsibilities to the Marine Corps
and society.

b. Marine Corps leadership qualities include:

(1) Inspiration--Personal example of high moral standards
reflecting virtue, honor, patriotism, and subordination in personal
behavior and in performance. '

(2) Technical proficiency--Knowledge of the military
sciences and skill in their application.

(3) Moral responsibility--Personal aiherence to high
standards of conduct and the guidance of subordinates toward whole-
someness of mind and body.

3. Responsibility.

a. The Commandant of the Marine Corps is directly responsible
to the Secretary of the Navy for establishing and maintaining leader-
ship standards and conducting leadership training within the Marine
Corps. |
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b. Commanders are responsible for:

(1) Implementing the policies and programs directed by
higher authority.

(2) Integrating principles and practices of leadership
in training programs.

(3) Promoting and safeguarding the morale, the physical
well-being, and the general welfare of the personnel under their
command. '

c. Individual résponsibi]ities of leadership are not dependent
upon authority. Each Marine is expected to exert proper influences
upon his comrades by setting examples of obedience, courage, zeal,
sobriety, neatness, and attention to duty.

d. The special trust and confidence which is expressly re-
posed in each officer by his commission is the distinguishing
privilege of the officer corps. It is the policy of the Marine
Corps that this privilege be tangible and real; it is the corres-
ponding obligation of the officer corps that it be wholly deserved.

' (1) vCommandehs will ensure that local policies, directives,
and procedures reflect the speciaT trustVand chfidence reposed in
each member of the officer corps. Full credit will be given to
his statements and certificates, he will be allowed maximum dis-
cretion in the exercise of authority vested in him, and he and
his dependents will be accorded all prerogatives and pkerequisites
which are traditional and otherwise appropriate. Except where the
security of classified material and installations impose more stringent
demands, an officer's uniform will amply attest his status as an
officer, and his oral statement will serve to identify him and his
dependents.

| (2) As a concomitant, commanders will impress upon all
subordinate officers the fact that the presumption of integrity,
good manners, sound judgment, and discretion, which is the basis
for the special trust and confidence reposed in each officer, is
Jjeopardized by the slightest transgression on the part of any
I1-C-4



member of the officer corps. Any offense, however minor, will

be dealt with promptly and with sufficient severity to impress

on the officer at fault, and on his fellow officers, the effects

of the offense on the stature and reputation of the officer corps.
It is an obligation to the officer corps as a whole, and transcends
the bonds of personal friendship.

(3) As a further and continuing action, commanders are
enjoined to bring to the attention of higher authority, referencing
this paragraph, any situation, policy, directive, or procedure
which contravenes the spirit of this paragraph, and which is not
susceptible to local correction.

(4) Although this policy is expressly concerned with
commissioned officers, its provisions and spirit will, where
applicable, be extended to noncommissioned officers, especially
staff noncommissioned officers.

4, Personal relations

a. Effective personal relations in an organization can be
satisfactory only when there is complete understanding and respect
between individuals. Commanders must:

(1) Strive for forceful and competent leaderéhip through-
out the entire organization.

(2) Inform the troops of p]ans'of action and reasons
therefore, whenever it is possible and practicable to do so.

(3) Endeavor to remove on all occasions those causes
which make for misunderstanding or dissatisfaction.

(4) Assure that all members of the command are acquainted
with procedures for registering complaints, together with the action
taken thereon.

(5) Build a feeling of confidence which will assure the
free approach by subordinates for advice and assistance not only in
military matters but for personal problems as well.
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5. Relations between officers and men

a. Young Marines respond quickly and readily to the exhibition
of qualities of leadership on the part of their officers. Each
officer must endeavor by all means in his power to develop within
himself those qualities of leadership, including industry, justice,
self-control, unselfishness, honor, and courage; which fit him to
be a real leader of men and which will aid in establishing the
relationship described below.

b. The spirit of comradeship and brotherhood in arms which
has traditionally existed throughout the ranks of the Marine Corps
is a vital characteristic of the Corps. It must be fostered and
kept alive and made the moving force in all Marine Corps organiza-
tions.

c. The relation between officers and enlisted men should in
no sense be that of superior and.inferior nor that of master and
servant, but rather that of teacher and scholar. In fact, it should
partake of the nature of the relation between father and son; to
the extent that officers, especially commanders, are responsible
for the physical, mental, and moral welfare, as well as the
discipline and military training of the men under their command
who are serying the Nation in the Marine Corps.

(1) The recognition of this responsibility on the part
of officers is vital to the well-being of the Marine Corps. It
is especially so for the reason that‘so large a proportion of the
men en]istihg are under 21 years of age. These men are in the
formative period of their Tives and officers owe it to them, to
their parents, and to the Nation, that when discharged from the
service they should be far better men physically, mentally, and
moré]]y than they were when they enlisted.

(2) To accomplish this task successfully a constant
effort must be made by all officers to fill each day with useful
and interesting instructions and wholesome recreation for the men.
This effort must be intelligent and not perfunctory, the object
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being not only to eliminate idleness, but to train and cultivate
the bodies, the minds, and the spirit of our men.

d. It will be necessary for officers not only to devote
their close attention to the many questions affecting the comfort,
health, morals, religious guidance, military training, and discipline
of the men under their command, but also to actively enlist the
interest of their men in building up and maintaining their bodies
in the finest physical condition; to encourage them to improve
their professional knowledge and to make every effort by means
of historical, educational, and patriotic addresses to cultivate
in their hearts a deep abiding love of the Corps and Country.

6. Noncommissioned officers

~a. The provisions of subparagraphs 4 and 5 above apply-
genekaT]y to the relationships of noncommissioned officers with
their subordinates and apply specifically to noncommissioned
officers who may be exercising command authority as provided
for in subparagraph 5401.3b.
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EFFECTIVE LISTENING

Instructor Notes

These materials are to be presented on the first day of the
discussion leaders' course so that the officers and staff non-
commissioned officers may become aware of their primary duty and
role as discussion leaders and the need for them to develop good
listening habits. Instructors are encouraged to supplement these
materials with excerpts from current events or situations/examples
relevant to the local area and this subject matter.

Part One consists of a detailed outline for.a one-hour lecture.
Instructors are encouraged to develop and use training aids and/or
other devices designed to enhance this presentation, e.g., transpar-
encies and a chalkboard. They are also encouraged to use their own
words in presenting the lecture.

Part Two consists of a student outline with adequate space
provided for the students to take notes. The students should
receive their outlines in sufficient time to read the lesson
purpose, student references, learning objectives, and student
assignment prior to hearing the lecture.
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EFFECTIVE LISTENING

"Detailed Outline

INTRODUCTION

1.  GAIN ATTENTION

I am going to be talking to you for the next hour about
effective listening. Besides the obvious fact that you are about
to begin a course of instruction and we want you to get as much
as possible out of what'we say, effective 1istening will be very
important to you as a discussion leader.

Your primary duty will be to guide a group of Marines through
a discussion of leadership. One important role in the fulfillment
of this duty will be that of a good listener, for only through
listening can a discussion leader actually guide the group. You
must know what has been said and what has not been said for several
very good reasons.

2. MOTIVATE

First, unless you have listened well, you will not be able
to summarize the discussion that has taken place. We'll talk more
about summaries later; but, for the moment, it is enough to say that
a summary should be made prior to taking a 10-mihute break, after
each discussion that has been lively, heated, or emotional, and
at the end of the day's session. You will need a summary at those
times in order to get the group back on track, to clarify the issues

that have been discussed, or to ensure that the group leaves with
the important ideas clearly in mind.

Next, unless the discussion leader has listened well, it will
be impossible to ask the questions necessary to bring out important
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specific points. As you will see, the discussion leader's ability
to ask timely questions is essential to student understanding of the
complex issues involved in leadership training.

Third, unless the discussion leader listens closely, control
of the guided discussion will be lost. You will appear inept,
inexperienced, and disorganized.

Last, it is courteous to listen attentively when others are
speaking. We expect no less from them:

3.  PURPOSE AND MAIN IDEAS

a. PurQose. The purpose of this period of instruction is
to present information concerning the need for effective listening
so that discussion leaders can provide meaningful leadership training
to their Marines.

b. Main Ideas. This instruction will deal with a 10-part
system for good listening.

4. LEARNING OBJECTIVES

‘ a. Upon completion of this period of instruction, and with-
out the aid of references, the student will be able to cite four
reasons why discussion leaders must be effective listeners.

b.  Upon completion of this period of instruction, and with
the aid of notes, the student will be able to explain orally and/
or in writing the 10-part system for good listening.

TRANSITION. The University of Minnesota conducted a study of the

100 best listeners and the 100 worst listeners in one of their fresh-
men classes. As a result of that survey, a 10-part system for good
listening was developed.
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BODY

1.  THE 10-PART SYSTEM FOR GOOD LISTENING

a. I will briefly discuss each of the 10 parts of that
system; and I suggest that you follow on your outline, taking
notes as we proceed.

(1) Find an area of interest.

(a) Studies point to the advantage of being
interested in the topic under discussion. Bad listeners usually
decide the subject is dry after the first few sentences. Once
this decision is made, they easily rationalize their inattention.

(b) The key to the whole matter of interest in a
topic is the word use. Whenever we wish to listen efficiently,
we ought to say to ourselves: '"What's being said that I can use
to benefit myself or others? What worthwhile ideas are being
presented?" Questions such as these lead us to screen what we
are hearing in a continual effort to sort out the elements of
value.

(2) Judge content, not delivery,

‘ (a) Many listeners justify their inattention by
thinking to themselves, "Who would listen to such a character?
What an awful voice! Will he ever stop reading from his notes?"

(b) Good listeners react differently. They may
well hear.a presentation and think, "This speaker is inept. Seems
like almost anyohe ought to be able to speak better than that."
But, from this initial similarity, they move on to a different
conclusion, thinking, "But wait a minute. 1I'm not interested in
the speaker's personality or delivery. I want to find out what he
or she knows. Are there some things that I need to know?"
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(3) Hold your fire.

(a) Overstimulation is almost as bad as under-

stimulation, and together they constitute the twin evils of
inefficient listening. The overstimulated listener gets too
excited, or is excited too soon, by the speaker. Some of us are
greatly addicted to this weakness. For us, a speaker can seldom
talk for more than a few minutes without touching a pet bias or
conviction. |

(b) Aroused listeners usually become preoccupied
by trying to do three things simultaneously: calculate what harm
is being done to their own pet ideas, plot an embarrassing question
to ask the speaker, and mentally enjoy all the discomfort imagined
for the speaker once the devastating reply is launched. With all of
these things going on, subsequent passages go unheard.

(c) We must learn not to get too excited about a
speaker's point until we are certain we thoroughly understand it.
The secret is contained in the principle that we must always with-
hold evaluation until our comprehension is complete.

(4) Listen for ideas.

(a) Good listeners focus on centrdl ideas. They
tend to recognize the characteristic language in which central ideas
are usually couched, and they are able to discriminate between fact
and principle, idea and example, evidence and argument.

(b) Poor listeners are inclined to listen for the
facts in every presentation. Take a history lecture as an example.
Instead of trying to understand the historical factors which con-
tributed to the animosity between France and Britain, poor listeners
would concentrate on memorizing the dates of specific wars and
battles. ' '

(5) Be flexible.

(a) The University of Minnesota research showed
that the 100 worst listeners thought that note-taking and outlines
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were synonymous. They believed there was only one way to take notes
and that was by making an outline. This approach would be fine if

all talks followed some definite plan of organization. Unfortunately,
less than half of even formal speeches are carefully organized.
Therefore, other forms of note-taking need to be considered.

(b) The 100 best listeners at the University of
Minnesota had apparently learned that, if they wanted to be
efficient note-takers, they had to have more than one system of
taking notes. They equipped themselves with four or five systems
and learned to adjust them to the organizational pattern, or the
absence of one, in each talk they heard. If we want to be good
Tisteners, we must be flexible and adaptable note-takers.

(c) But we must be careful. Other methods may
help, or they may become a distraction. Few of us have memories
good enough to remember even the important points we hear. If we
can prepare brief, meaningful records of them for later review,
we definitely improve our ability to learn and to remember. On
the other hand, voluminous notes usually contain a good deal of
unimportant information which must be read before it can be dis-
carded in favor of more pertinent material.

(6) Work at listening.

(a) One of the most striking characteristics of poor
listeners is their reluctance to spend any energy in a listening
situation. Listening is hard work. It is characterized by faster
heart action, quicker circulation of the blood, and a small rise in
body temperature. College students, by their own testimony, frequently
enter classes all worn out physically, unable to work as hard as s
necessary to be effective listeners. They assume postures which
only seem to give attention to the speaker, and then proceed to
catch up on needed rest or to reflect upon purely personal matters.
This faking of attention is one of the worst habits of poor listeners.
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(b) For selfish reasons alone, one of the best
investments we can make is to give each speaker our conscious
attention. We ought to establish eye contact and maintain it,
to indicate by posture and facial expression that the occasion and
the speaker's efforts are a matter of real concern for us. When we
do these things, we help the speaker to express him/herself more
clearly, and we in turn profit by a better understanding of what
is being said. None of this necessarily implies acceptance of the
speaker's point of view. It is simply an expression of interest
and attention.

(7) Resist distractions.

(a) We live in a noisy age. We are distracted not
only by what we see but also by what we hear. Poor listeners
tend to be readily influenced by all manner of distractions, even
in an intimate face-to-face situation. They tend to merely tolerate
bad conditions and, in some instances, even to create distractions
themselves.

(b) Good 1isteners, on the other hand, tend to
adjust quickly to any kihd of abnormal situation. They instinctively
fight distraction. Sometimes the fight is easily won by closing a
door, shutting off a radio, moving closer to the person talking, or
asking him to speak louder. If the distractions cannot be overcome
easily, then the listener must concentrate more intensely.

(8) Exercise your mind.

(a) Perhaps the one word that best describes the bad
listener is "inexperienced." Although approximately 40 percent of
any "communication day" is spent listening to something or someone,
the bad listener.is inexperienced in hearing anything difficult or

technical.

(b) Good listeners apparently develop an appetite
for hearing a variety of presentations difficult enough to challenge
their mental capacity. ‘
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(9) Keep your mind open.

(a) For discussion leaders, this is the most
important point. Parallel to the blind spots which afflict human

beings are certain psychological deaf spots which interfere with
our ability to perceive and understand. These deaf spots are where
our most cherished notions, convictions, and complexes are kept.
Often, when a speaker invades one of these areas with a word or
phrase, we turn our mind to defending and supporting our own views
rather than listening to what is being said.

(b) It is hard to believe that just a word or
phrase can cause such a reaction. Yet with poor listeners this
is frequently the case, and even with very good listeners it
happens occasionally. When such emotional deafness occurs, the
efficiency of communication drops rapidly to zero.

(c) Many of the words that serve as red flags to
some listeners are: mother-in-law, red-neck, nigger, honky, women's
1ib, income tax, and effective listening.

(d) Effective listeners try to identify and to
rationalize the words or phrases which upset them the most. Often
the emotional impact of such words can be decreased through a free
and open discussion with friends and a$sociates.'

(10) capitalize on thought speed.

(a) Most people talk at.a speed of about 125 words
a minute. There is good evidence that our thinking speed, if
measured in words per minute, would be easily four times that rate.
It is difficult--almost painful--to try to slow down our thinking
speed. Therefore, we normally have about 400 words of thinking time
to spare during every minute a person talks to us.

(b) Good listeners use their thinking time to
advantage. They constantly apply their spare thinking time to
what is being said. It is not difficult once one has a definite
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pattern of thought to follow. To develop such a pattern we should:

1. *Try to anticipate what a person is going
to say. On the basis of what has already been said, ask yourself:
“What is he or she trying to get at? What point is he or she trying
to make?"

2. *Mentally summarize what the person has been
saying. "What point has already been made, if any?"

3. *Weigh the speaker's evidence by mentally
questioning it. As facts, illustrations, and statistics are presented,
continually ask yourself: "“Are they accurate? Do they come from an
unprejudiced source? Am I getting the full picture, or is the speaker
telling me only what will prove his or her point?"

4. *Listen Between the lines. The speaker
doesn't always put everything that's important into words. Changes

- in the tone or volume of the voice may have a meaning. So may facial
expressions, hand gestures, and body movement.

TRANSITION. This 10-part system to improve your listening ability
was developed by Dr. Ralph B. Nichols, Head of the Department of
Rhetoric at the University of Minnesota. The dictionary defines
“rhetoric" as the art of speaking or writing effectively. I guess
he felt that if he were going to train people to speak effectively,
there ought to be others who would know how to listen to them.

OPPORTUNITIES FOR QUESTIONS AND COMMENTS
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SUMMARY

We have been discussing effective listening--why discussion
leaders must be good listeners and ten steps you might take to
improve your listening ability. While we're on our ten-minute
‘break, really listen to what other trainees in the group have to
say about the presentation.
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HEADING
EFFECTIVE LISTENING

Student Outline

LESSON PURPOSE: To present information concerning the need for
effective listening so that discussion leaders can provide meaning-
ful leadership training to their Marines.

STUDENT REFERENCES: None.

LEARNING OBJECTIVES:

a. Upon completion of this period of instruction, and with-
out the aid of references, the student will be able to cite four
reasons why discussion leaders must be effective listeners.

b. Upon completion of this period of instruction, and with
the aid of notes, the student will be able to explain orally and/or
in writing the 10-part system for good listening.

STUDENT ASSIGNMENT:

a. The student will Tisten to a one-hour lecture on effective
listening.

b. There are no student preparation requirements for this
training period.

11-D-10



OUTLINE (One-Hour Lecture)

I.  INTRODUCTION

II. MOTIVATION
A. Néed to Summarize

1. Prior to Breaks

2. After Lively Discussions

3. End of Each Day's Session

B. To Be Able To Ask Questions

C. Discussion Leader Credibility

D. Courtesy

IIT.  PURPOSE AND MAIN IDEAS

I1-D-11



IV. LEARNING OBJECTIVES

V. BODY

A. University of Minnesota Study

B. 10-Part System

1. Find an Area of Interest

2. Judge Content,:Not Delivery

3. Hold Your Fire

4, Listen for ldeas

5. Be Flexible

6. Work at Listening

7. Resist Distractions
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8. Exercise Your Mind

9. Keep Your Mind Open

10. Capitalize on Thought Speed

a. Anticipate -

b. Summarize Mentally

(2]

Weigh the Evidence

d. Listen between the Lines

VI. OPPORTUNITIES FOR QUESTIONS AND COMMENTS

VII.  SUMMARY
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INITIAL ORIENTATION

Instructor Notes

These materials are to be presented on the first day of the
discussion Teaders' course so that the officers and staff non-
commissioned officers may receive background information on the
leadership program. Instructors are encouraged to supplement these
materials as desired.

Part One consists of a detailed outline for a one-hour lec-
ture. Instructors are encouraged to develop and use training
aids and/or other devices designed t: enhance this presentation,
e.g., transparencies and a chalkboard. They are also encouraged
to use their own words in presenting the lecture.

Part Two consists of a student outline with adequate space
provided for the students to take notes. The students should receive
their outlines in sufficient time to read the lesson purpose, stu-
dent references, learning objectives, and student assignment prior
to hearing the lecture.
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INITIAL ORIENTATION

Detailed Outline

INTRODUCTION

1.  GAIN ATTENTION

No program lasts in the military unless. it is carried out by
leaders within the chain of command. When leaders are involved
and participating, program success is enhanced. It is to this end that
the Commandant directed that officers and staff noncommissioned offi-
cers were to be discussion leaders in the Marine Corps leadership program.

As most of you know, Marines attending the formal schools at
Quantico are being prepared to organize, administer, and evaluate
the program. Such action augurs well for program institutionalization
throughout the Corps and is consistent with maximizing pdtentia]
success, However, you are all aware that Quantico has not yet had
enough time to train the number of leaders needed for complete
program implementation and management. Discussion leaders' courses
such as this are one of the vehicles for training officers and staff
noncommissioned officers who did not receive leadership instruction
at Quantico. |

2. MOTIVATE. During this period of instruction, we will provide
you wi th general information about the leadership program and the
course you are now taking. Every leader must know this background
information, but it is essential that those who will provide training
to their Marines also are able to relay that information to others.

3. PURPOSE AND MAIN IDEAS

a. Purpose. The purbose of this period of.iﬁstruction is to
provide background information concerning the leadership program in
general and the discussion leaders' course in particular.
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b. Main Ideas. During this lecture I will address five

main ideas:
(1) The current and evolving characteristics of the program;
(2) The three program components; |
(3) The organizational structure that supports the program;
(4) Training in the formal schools; and

(5) The discussion leaders' course.

4.  LEARNING OBJECTIVES

a. Upon completion of this period of instruction, and with the
aid of notes and references, the student will be able to state and
explain:

(1) The four current characteristics of the leadership
program;

(2) The fifth, experimental characteristic; and
(3) The three program components.

| b.  Upon completion of this period of instruction, and with
the aid of notes and references, the student will be able to explain:

(1) The organizational structure which supports the program;
(2) The training being conducted in the formal schools; and

(3) The training being conducted in the discussion leaders'
course.

BODY

1. THE CURRENT AND EVOLVING CHARACTERISTICS OF THE LEADERSHIP PROGRAM

a. The first characteristic of this developing program is that it
is GUIDED BY RESEARCH AND EXPERIMENTATION. That means that the educa-
tional materials used in the program, the methods of instruction, and
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the implementation procedures are all the result of research--
some of which has been very sophisticated and some of which has
been relatively informal.

Do not misunderstand the term "research" as it relates to this
course. We do not mean the costly, scientific studies and experi-
ments that are usually conducted by universities and commercial
research firms. Research of this nature is being provided at the
HQMC level. Here, we are concerned with discussion leaders finding
out what the local issues are so that they can be injected into
the discussions at the appropriate time. Included in the research
that you will be expected to do are (1) keeping up with current
events; (2) occasionally reading in such areas as history, geography,
economics, biology, and sociology; (3) informally discussing leader-
-ship training with fellow discussion leaders, instructors, and other
leaders with a view toward program improvement; and (4) finding out
what is bothering Marines at your command and asking their suggestions
on solutions. (Your involvement in information gathering will be
discussed in more detail later in the course.)

b. The second characteristic is that the program is BASED
UPON OBJECTIVE VALUES, rather than being based upon a "relativistic"
or "self" theory. This is important because the leadership program
attempts to rejuvenate some of the basic values we hold as Americans,
such as, freedom, democracy, equality, and the need for order. Most
importantly, this characteristic addresses the dual-1ife value,
which is defined operationally as: "We have a duty to others and
we have a duty to ourselves." This philosophy appears much closer
to satisfying the goals of a military organization than the "do-
your-own-thing" philosophy.

c. The third program characteristic is the RATIONAL CROSS~
GROUP DISCUSSION OF DIFFERENCES. The discussion group, which each
of you will lead, serves as a forum for the rational exchange of
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ijdeas. It also is an opportunity for leaders to provide their Marines
with information to dispel the emotional basis for myths and misunder-
standings in the area of human conflict. Thus it fulfills the Marine's
need, as a reasonable human being, to have his/her reason in control

of irrational inclinations. The discussion group also provides practice
individual action assignments designed to prepare Marines for the
continuing action program.

d. The fourth characteristic, to which I just alluded, is that
our program is ACTION ORIENTED. The research and discussion of values
in rational discussion groups are designed to motivate each Marine to
adjust his or her behavior in positive ways through interpersonal
relations with others across the barriers of age, grade, sex, race,
etc. Included is the need to obtain the skills which will allow these
poSitive behavioral adjustments. This is the self-development part of
individual action.

e. In addition to these four characteristics which are currently
operational, we are experimenting with a fifth characteristic not yet
approved for Corps-wide implementation. This characteristic is re-
ferred to as ETHICS AND THE DISCIPLINED USE OF FORCE. Here, the con-
cern is to develop within Marines the ethical, disciplined, responsible
use of force in order to eliminate fear, insecurity, and prejudice.

A Marine who intends to practice the values, principles, and inter-
personal relations discussed in this program must develop the physical,
mental, and ethical skills needed to stand against those who would
practice bigotry, discrimination, disruption, and other 1life-threatening
actions. The Marines who acquire these skills are the defenders and
protectors of all people.

TRANSITION. Those are the characteristics of a fully implemented
leadership program. Each is equal in importance to the success of our
efforts. Now let's look at the program.

2.  THREE PROGRAM COMPONENTS

a. Orientation. The orientation is the first component to
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be presented in most programs, including those conducted in the
formal schools at Quantico. Its purposes are (1) to provide the
student with an overview of the program, (2) to provoke thought
for the discussions to follow, and (3) to motivate Marines to
meaningful participation by providing other information of a
general nature.

b. Education. The education.component takes place in the
guided discussion groups. Although training materials are provided
for use in the groups, discussion leaders must be prepared to
supplement them by injecting local issues, current events, and
real-life anecdotal examples designed to make the training more
meaningful.

c. Individual Action. This third and final component is
the desired result of the orientation and education components.

Unless Marines commit themselves to individual action assignments,
the other two components will have failed. The scope of individual
action is broad. It includes some self-improvement, unit improve-
ment, and certain constructive interpersonal actions--not only
toward Marines of all racial, ethnic, social, and economic back-
grounds, but also toward all members of other Armed Services and
toward civilians.

TRANSITION. Those are the three components of the leadership pro-
gram--orientation, education, and individual action--and, 1ike most
other programs‘under way Marine Corps-wide, the leadership program
has a structure to support them. As indicated in Marine Corps
Order 5390.2A, three organizations are charged with overseeing
their successful execution.

3. ORGANIZATIONAL STRUCTURE

a. Human Resources Branch (CMC(Code MPH)). This branch
under the cognizance of the Directoh, Manpower, Plans and Policy
Division, Headquarters, U.S. Marine Corps, assists in matters per-
taining to the development, implementation, and monitoring of the
leadership program. Additionally, the Branch conducts staff visits
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to commands for the purpose of evaluating the progress and effective-
ness of the commands' leadership programs, offering recommendations
for improvement, and gathering information for the development of
future programs.

b. Leadership Instruction Department (LID). The Leadership
Instruction Department is located at the Marine Corps Development
and Education Command, Quantico, Virginia. It is a field service

activity under the operational control of Headquarters iMarine Corps.
Its mission is to train Marine leaders in the principles and tech-
niques of sound Teadership, with heavy emphasis on the Marine Corps
leadership program and the leaders' roles therein.

LID's functions include conducting leadership training courses
in selected formal schools at Quantico; conducting leadership training
courses at field commands, as directed by CMC; conducting special
courses in leadership training at Quantico, as directed by CMC;
and assisting the Commandant of the Marine Corps in developing,
testing, and revising leadership courses and manuals, studying
prevailing conditions, attitudes, prejudices, and behavior affecting
leadership training, and evaluating the effectiveness of that training.

Mobile training teams provided by the Leadership Instruction
Department are designed to train Marine leaders to implement, conduct,
and monitor field command leadership programs. The teams will, when
directed by CMC, provide training in discussion leading skills at
field commands where trained Marine Corps Amphibious Warfare Course/
Advanced Communication Officer Course graduates are not available
and where voids in trained discussion leaders exist. Additionally,
as part of a continuing effort to improve leadership, mobile training
teams will, when directed by CMC, conduct research, test materials,
gather data, and provide staff assistance to commanders.

c¢. Command Staff Organizations. These organizations function
as prescribed by the appropriate echelons of command. (NOTE: In-

structors are encouraged to present the local command structure at
this point.)
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TRANSITION. Those are the formal organizations that support the
leadership program. In addition, individual leaders at all levels
are expected to be involved and to assist in program implementation.
In this regard, the formal schools at Quantico are training Marines
- for their appropriate roles in support of the program.

4. FORMAL SCHOOLS TRAINING

LID presents leadership subcourses as follows:

a. At the Command and Staff College, the leadership subcourse

is designed to provide graduates with a command perspective on the
leadership program.
b. In the Amphibious Warfare Course/Advanced Cdmmunication

Officer Course, graduates are being prepared, as part of their normal
duties, to:

(1) Plan, organize, and conduct field command leadership
programs, including discussion leader training courses;

(2) Assist and monitor scheduled training;
(3) Evaluate and inspect program implementation; and
(4) Lead discussions and conduct seminars.

c. Courses at The Basic School include the Basic Course,
the Woman Officer Basic Course, and the Warrant Officer Basic Course.
The leadership subcourse is designed to provide training to lijeutenants

and warrant officers in the principles and techniques of sound leader-
ship. Additionally, the subcourse emphasizes conference leading
techniques, preparing graddates to conduct basic and annual training
.for their Marines as part of their normal duties.

d. The leadership subcourse at the SNCO Academy qualifies the
SNCO/SSGT selectee as a discussion leader.

TRANSITION. Now that we have addressed the thrust of training at
the formal schools, let's talk about the discussion leaders' training
that you are to receive here in the field.
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5. DISCUSSION LEADERS' COURSE

a. Revision of Discussion Leaders' Course

(1) The course you are now taking is a revision of an
earlier course which was based primarily upon the substantive con-
tent of the U.S. Marine Corps Human Relations Leadership Discussion
Manual, Volumes I, II, and III. As a result, retraining was
necessary when new educational materials were distributed to
the field. The major thrust of thi: revised course is directed
at providing the discussion leader with the technology and methodology
needed to present effective leadership training to his/her Marines
regardless of the educational materials used. However, there is one
proviso in making such a sweeping statement: no retraining will
be required as long as the substance of the educational materials
used in the program lends itself to presentation through the
methodology used in this course.

(2) The following areas will be addressed during this
course, although there will not be specific subcourses for each area
cited:

(a) Preparation and presentation of lectures and
' orientations; ‘

(b) Conduct of guided discussions;

(c) Development and use of training aids;

(d) Use of questions and responses;

(e) Use and control of teams of 4 or 5 Marines;

(f) Information gathering,as authorized by commanders;

(g) Injection of local issues, current events, and
real-1ife anecdotal examples into the training;

(h) Introduction of guest speakers;

(i) Formulation and use of summaries;
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(3) Oral testing of learning objectives;
(k) Use of case studies; and
(1) Management of the individual action program.

These are all areas in which technology can be learned and practiced,
regardless of the content of the educational materials to be used.

b. Conduct of Training

(1) Two areas of substantive content do require emphasis,
however: first, the major concepts covered in the basic educational
materials, NAVMC 2656A, and second, the individual action program,
which is discussed at length in the annual leadership training
materials, NAVMC 2657. Both of these areas will be covered initially
- by a staff instructor.

(2) You will receive short lectures throughout the course
designed to provide you with information and background knowledge.

(3) During the portion of the course involving student-
led discussions, we will use the following methods. Each of you will
be assigned a specific concept or an appropriate number of pages
in the leadership materials. You will be required to develop a 10-
minute Tecture, with a minimum of one training aid; present the lecture
and answer questions pertaining to it; conduct a guided discussion of
30-minutes on the substance of the lecture; and summarize the discussion

(4) Other practical-application exercises, training devices,
and techniques will be used to provide you with the most comprehensive
discussion leader training that time allows.

TRANSITION. That's basically how we will conduct this course for
you. It should be a good learning experience for all of us.

OPPORTUNITIES FOR QUESTIONS AND COMMENTS
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SUMMARY

We have been discussing the characteristics and components of
the leadership program. We talked about the organizational structure
that supports it and briefly explained the training being conducted
at the formal schools at Quantico. The last major point covered
was this discussion leaders' course, with emphasis on the overall
thrust and conduct of the training you will receive. I think you
will find it meaningful.
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HEADING
"INITIAL ORIENTATION
Student Outline

LESSON PURPOSE: To provide background information concerning the
leadership program in general and the discussion leaders' course in
particular.

STUDENT REFERENCES: Marine Corps Order 5390.2A

USMC Leadership Discussion Leader Manual,
NAVMC 2656A

USMC Annual Leadership Training, NAVMC 2657

LEARNING OBJECTIVES:

a. Upon completion of this period of instruction, and with
the aid of notes and references, the student will be able to state
and explain:

(1) The four current characteristics of the leadership
program;

(2) The fifth experimental characteristic; and
(3) The three program components.

b. Upon completion of this period of instruction, and with the
aid of notes and references, the student will be able to explain:

(1) The organizational structure which supports the
program;

(2) The training being conducted in the formal schools; and

(3) The training being conducted in the discussion leaders'
course.
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STUDENT ASSIGNMENT:

a. The student will listen to:a one-hour lecture.

b. There are no student preparation requirements for this
training period.
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OUTLINE (One-Hour Lecture)

I.  INTRODUCTION

II.  PURPOSE AND MAIN IDEAS

III.  LEARNING OBJECTIVES

IVv. BODY

A. Current and Eyolying Program Characteristics

1. Research Guided

2. Objective Values Based

3. Rational Cross-Group Discussion of Differences

4. Action Oriented
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5. Ethics and the Disciplined Use of Force (Self-Development)
Program Components

1. Orientation

2. Education

3. Individual Action

Organizational Structure

1. Headquarters Marine Corps

2. Leadership Instruction Department

3. Command Staff Organization

Formal Schools Training

1. Command and Staff College
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2. Amphibious Warfare Course/Advanced Communication
Officer Course

3. The Basic School

4. SNCO Academy

E. Discussion Leaders' Course

1. Revision of Discussion Leaders' Course

2. Conduct of Training

VI. OPPORTUNITIES FOR QUESTIONS AND COMMENTS

VII.  SUMMARY
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MEDIATING DEVICES AND EQUIPMENT
(TRAINING AIDS)

Instructor Notes

These materials are to be presented prior to the time in which
the officers and staff noncommissioned officers will begin prepara-
tion for "Student-Led Discussions," Subcourse 0304. Instructors
are encouraged to supp]ement'these materials as desired.

Part One consists of a detailed outline for a short lecture.
Instructors are encouraged to use their own words in presenting
the lecture.

Part Two consists of a student outline with adequate space
provided for the students to take notes.
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MEDIATING DEVICES AND EQUIPMENT
(TRAINING AIDS)

Detailed Outline

INTRODUCTION

1. GAIN ATTENTION. Soon you will be leading group discussions

in Subcourse 0304, "Student-Led Discussions.” In addition to pre-
paring and presenting a lecture and conducting the actual discussion,
each of you will be required to develop and use a mediating device
during your lecture. You will find that the use of these devices

can go a long way toward enhancing your instruction when you con-
duct Teadership training in a regular group.

2. MOTIVATE. During this period of instruction, we will provide
you with general information about mediating devices and equipment
and specific information concerning what's available here for use

during the discussion leaders' course.

3. PURPOSE AND MAIN IDEAS

a. Purpose. The purpose of this period of instruction is
to provide you with a general understanding of mediating devices
and equipment as background for their development and use in Teader-
ship training.

b. Main Ideas. We will be covering the following main ideas:
(1) Definition of mediating devices;

(2) Discussion of the various types of mediating devices
and equipment; '

(3) Discussion of the use of these devices and equipment;
and

(4) Discussion of their local availability.

II-F-1



4. LEARNING OBJECTIVES. There are no specific learning objectives
for this period of instruction. It is considered informational only
and designed to enable the student to accomplish learning objectives
contained in other subcourses. '

BODY

1. DEFINITION OF MEDIATING DEVICES. The term "mediating devices"
means that training support equipment which assists the instructor

in presenting a period or biock of instruction. It includes all
manner of training aids, audiovisual equipment, training devices,
and training support systems.

2. TYPES OF MEDIATING DEVICES. There are five types of devices;
and, although discussion leaders will normally only be concerned
with the first four, we will review them all.

a; ‘Training Aids are materials such as films, slides, trans-
parencies, models, charts, mockups, tape recordings, videotapes, and

other similar audiovisual materials.

p, Printed Material includes books, manuals, handouts, and
pamphlets.

c. Training Devices are items designed to simulate equipment
or portions thereof or to create or duplicate the operational
environment in the training situation.

d. Audiovisual Equipment is used to display training aids.
It includes motion picture projectors, overhead projectors, opaque
pfojectors, slide projectors, audio tape recorders, individual
items of television equipment when used in direct support of
instruction, record players, and other similar items.

e, JTraining Support Systems are sophisticated assemblages
of equipment in a "system" designed to support instruction. They
include computer-supported instructional systems, permanently in-
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stalled multimedia systems, complex closed circuit television systems,
specially equipped classroom complexes, specially developed complex-
environmental/operation simulation systems; and other similar
assemblages of training support equipment.

3. USE OF MEDIATING DEVICES AND EQUIPMENT

a. Since learning is most effective when it involves direct
experience, the use of training aids and devices is encouraged to
assist in communication of verbal descriptions. The proper use of
these aids and devices assists/complements the spoken word and

enhances instruction by appealing to more than one of the student's
senses.

b. Proper selection of aids and devices requires close attention
to the learning objective, i.e., the behavior to be accomplished and
the conditions and criteria for performance. The students to be
trained and the facilities and time available for training must
be considered. Care must be exercised to ensure that the aids/
devices selected supplement rather than replace the instructional
method being used.

c. The entire selection of appropriate training aids/devices
should not be based solely upon available resources. Once the desired
atd/device has been identified, a review of local resources should be
made to determine availability. The absence of the proper training
aid/device locally, or the lack of the ability to produce one,
signal a development need that should be filled by request through
the chain of command.

d. In the local preparation of printed training aids, e.g.,
books, manuals, handouts, and pamphlets, care must be exercised to
ensure that the reading level, i.e., understandability, is commensurate
with the reading level of the students. Too often materials of this
nature are prepared at the level of understanding of the writer,
thereby diminishing their effectiveness. Instructional material
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should be drafted in such a manner that an average Marine would be
able to read and understand it. At all times, training aids should
be kept as simple as learning objectives will permit. '

TRANSITION. Now that we have talked about all of these devices and
equipment, let me tell you what will be available to you here.
Although none of you are restricted to the use of our resources,

we will not require the development and use of any training aid

for which we cannot provide resources.

4. AVAILABILITY OF MEDIATING DEVICES AND EQUIPMENT AT THE SCHOOL

(Instructors must provide this information.)

OPPORTUNITIES FOR QUESTIONS AND COMMENTS

SUMMARY

Mediating devices and equipment are effective tools for
supplementing instruction. However, they should never replace
the instructional method being used. For example, the guided group
discussions should not be replaced by overuse of a motion picture
projector. Use mediating devices appropriately, keeping the learning
objectives and the student population in mind during their develop-
ment.
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HEADING

MEDIATING DEVICES AND EQUIPMENT
(TRAINING AIDS)

Student Outline

LESSON PURPOSE: To provide the student with a general understanding
of mediating devices and equipment as background for their develop-
ment and use in leadership training.

STUDENT REFERENCES: Marine Corps Order P1510.23A, Pages 7-6 through 7-11

LEARNING OBJECTIVES: There are no specific learning objectives for
this period of instruction, since it is considered informational only.

STUDENT ASSIGNMENT:

a. The student will listen to a short lecture.

b. There are no student preparation requirements for this
training period.
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OUTLINE (Short Lecture)

I.  INTRODUCTION

II. PURPOSE AND MAIN IDEAS

ITI.  LEARNING OBJECTIVES

IV. BODY
A. Definition of Mediating Devices

1. Training Support Equipment Which Assists Instructor

2. Examples

B. Types of Mediating Devices

1. Training Aids

2. Printed Material

3. Training Devices
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4, Audiovisual Equipment

5. Training Support Systems

C. Use of Mediating Devices and Equipment

1. Effective Learning Accomplished by Direct Experiences

2. Proper Selection of Aids and Devices

3. Available Resources

4. Local Preparation of Printed Training Aids

D. Availability of Mediating Devices and Equipment at School

VI.  OPPORTUNITIES FOR QUESTIONS AND COMMENTS

VII.  SUMMARY
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USE AND INTRODUCTION
OF GUEST SPEAKERS

Instructor Notes

These materials are to be presented during the discussion
leaders' course so that the officers and staff noncommissioned
officers may receive information on the use, selection, and
introduction of guest speakers and on the follow-on actions re-
quired. Instructors are encouraged to supplement these materials
as desired.

Part One consists of a detailed outline for a short.lecture.
The time involved depends upon how quickly the group grasps the
concepts presented and the number of examples the instructor
uses to illustrate the points. Instructors are encouraged to
develop and use training aids and/or other devices designed to
enhance this instruction. They are also encouraged to use their
own words in presenting the lecture.

Part Two consists of a student outline with adequate space
provided for the students to take notes. Students should receive
their outlines in sufficient time to read the lesson purpose,
student references, learning objectives, and student assignment
prior to hearing the lecture. Annex A to the student outline
should be used during the practical-application exercise. In-
structors will determine the amount of time for this exercise.
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USE AND INTRODUCTION
OF GUEST SPEAKERS

Detailed Qutline

INTRODUCTION

1. GAIN ATTENTION., One of the best ways to increase student
interest and to get leaders in the chain of command involved in
the leadership program is through the use of guest speakers, You
recall that (GRADE/NAME/BILLET) talked to us on the first day of
this course. The training schedule called his talk the welcome
address. We asked him to speak so that you would know that you
and this training had the support and personal involvement of

the 1eadersh1p in this unit/command.

2. MOTIVATE. ‘As discussion leaders, you may find it appropriate
to call upon experts to speak to your leadership discussion groups.
For example, you may want to ask the unit chaplain to clarify a
religious issue. During this period of instruction, we will talk
about how to use and introduce such guest speakers.

3. - PURPOSE AND MAIN IDEAS

a. PurQose. The purpose of this period of instruction is
~to provide you with information on how to use guest speakers during
leadership training and how to introduce them to your Marines.

b, Main Ideas. During this instruction we will address
the following areas:

(1) Examples of instances when guest speakers could be
used;

(2) General inforhation about the use of guest speakers;
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(3) Introduction of guest speakers;

(4) Discussion leaders follow-up of guest speakers; and

(5) A practica]-app]ication exercise.

4. LEARNING OBJECTIVES. Upon completion of this period of
instruction,and with the aid of references and notes, the student

will be able to:

a. Give examples of the appropriate times when guest speakers

would enhance leadership training;

b. Select a guest speaker;
c. Formulate appropriate introductory remarks; and

+ d.  Conduct appropriate follow-up actions

TRANSITION. To many Marines, leadership training means sitting
around a table, discussing views contained in the educational

materials or brought up by the discussion leader or members of

the group. During the entire training, only the discussion

leader and assigned group members may be present. - In. other

groups the Commanding Officer or his/her designated representa-

tive may sometimes visit for purposes of monitoring. Guest speakers
are one way of enriching those training sessions, and one of the

most important functions that you will have is to determine appropriate
times when guest speakers should be used.

BODY

1. EXAMPLES OF INSTANCES WHEN GUEST SPEAKERS COULD BE USED

Determining when guest speakers should be used requires a
knowledge of available resources within the unit or area in which
training is being conducted. You will recall that during "Informa-
tion Gathering," Subcourse 0307, we addressed specific areas in
which discussion leaders should be interested. We pointed out that

I[1-G-2



by occasional readings, keeping up with current events, asking

the troops, and asking other leaders, you would know the situation.
You will also know the possible guest speaker resources available
to you in the area.

Let's say, for example, that you are discussing leadership
training with an officer who recently joined the unit. During the
course of the conversation, he remarks that he recently returned from
a 6-month Med cruise. That is a valuable piece of information, and
you should have noted it. Later, while conducting training, discus-
sion centers around some cross-cultural issues in the overseas
environment. Your Marines indicate complete lack of knowledge or
sincere interest in getting additional, first-hand information
about foreign nationals. The officer who had recently returned
from the Med would be an ideal guest speaker for your group. Are
you beginning to get the idea of the relationship between informa-
tion gathering and identifying appropriate times to use guest
speakers?

Let's take another example. You're conducting training for
a group composed primarily of young, inexperienced Marines, and
the discussions are centered around the leadership role of staff
noncommissioned officers. The discussion may reveal that these
Marines do not understand, in a practical way, how the father-
son relationship discussed in Paragraph 5390 of the Marine Corps
Manual works on a day-to-day basis between staff NCO's and their
Marines. Consideration could be given to having the first sergeant
or sergeant major present a talk on the proper role of the SNCO.

Those are only two examples in which a discussion leader might
want to get a guest speaker for the group. How about someone
citing another example of an instance in which a guest speaker
might be used? (Get a couple of examples from the students,
ensuring that all understand appropriate times when guest
speakers could be considered. )
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Now, let me give you one note of warning. This is very
important! There have been instances in which discussion leaders
have used more than half the available training time showing
movies to their group. Do not use guest speakers the same way--
as a crutch. Be very selective. Use them to enhance the training,
but be certain you conduct the training. VYour primary responsibility
as a discussion leader is to ensure that the learning objectives
associated with leadership training are met. '

TRANSITION. Once you have identified an instance in which a guest
speaker would be appropriate, you must now go about selecting that
person. What are some of the things that should concern you?

2.  GENERAL INFORMATION ABOUT THE USE OF GUEST SPEAKERS

One of the first things should be who can provide the group
with the desired information. Earlier I talked about an instance
in which the issue was religion. In that case, the Chaplain was
an obvious choice. But what if the case were such that almost
any leader could provide the information? In such cases, the
selection would be more difficult. As a general guideline, it
is probably best if the leader selected is the one closest to the
troops in their chain of command.

Obviously, the individual selected must be available and
willing to make the presentation. When you contact him/her, pro-
vide @11 the background which led to your decision to request his/
her assistance. Tell him/her exactly what the issue is, and
discuss together the main ideas that the guest speaker will address.
Make sure that the ideas are consistent with established Marine
Corps policy and the leadership program itself. Also ensure that
they do not violate any local directives or procedures. In short,
you must find out what is to be said before the presentation is
made. Do not be afraid to back off tactfully if the Marine selected
does not appear to be willing or able to provide the appropriate
information. You do not want a guest speaker who is counter-
productive.
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Since your guest speaker will be addressing a group of Marines
during leadership training, select someone who exemplifies good
leadership. Pay special attention to his/her bearing, enthusiasm,
knowledge, and tact. These traits will be evident during the speaker's
presentation and will serve to enhance that presentation as well as
the overall training.

TRANSITION. Now that you have selected your guest speaker and
arranged the time and place for the presentation, you must develop
an intrpduCtion which will prepare the group.

3. INTRODUCTION OF GUEST SPEAKERS

These introductions are not expected to be a review of the life
and career of the guest speaker. It is intended that they be short
and contain only that information needed to put the speaker's
presentation into perspective and to put the group at ease.
Remember: Although you have established rapport with the group,
they may consider anyone else an "outsider." Set the stage briefly
but carefully.

Let's use the two examples we discussed earlier. The first is
the officer who is to address cross-cultural issues in the overseas
environment. The introduction could be presented as follows:

"During our last session we discussed some cross-
cultural issues encountered overseas. Many of you indi-
cated at the time that you had never been overseas and
had difficulty understanding those issues. Since most
Marines, including most of you, will serve overseas
during their first tour of duty, I thought it would be
helpful if all of us could hear about some of the cross-
cultural issues from someone who has recently returned
from overseas. Lieutenant Jones, Executive Officer of
our company, recently returned from a six-month Med cruise.
He is here to tell us about some of the cross-cultural
issues in that part of the world. Lieutenant Jones."
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Lieutenant Jones would then begin his presentation.

Now, does anyone have an idea as to the best way Lieutenant
Jones can begin his talk? (Ask one or two of the students and
adjust the lecture based on their response). When Lieutenant Jones
was contacted about being a guest speaker, you should have pointed
out that most of the group members had never been overseas.
Since many young people have little appreciation for geography,
I suggest that the best way for Lieutenant Jones to begin his presenta-
tion is by using a map and tracing his cruise from the departure
point to the return point. You cannot assume that everyone will
know where Naples or Barcelona is.

The second example we used was the first sergeant or sergeant
major who is to address the role of the staff NCO. This introduc-
tion could be presented as fo]]ows:

"Yesterday we discussed that part of Chapter 3
dealing with the father-son relationship found in
the Marine Corps Manual. There was considerable
discussion about how the father-son relationship
works on a day-to-day basis between SNCO's and their
troops. I felt that one way to find out was to ask
the first sergeant (sergeant major) to join us this
morning so that we could discuss it some more. First
Sergeant Smith has been in the Corps for eighteen
years and has been a SNCO for more than 12 of those
years, Let's hear what he has to say and then you
-will have an opportunity to ask questions. First Sergeant."

TRANSITION. Those are two examples of introductions for guest
speakers. So far) we have talked about how to identify appropriate
instances in which to use guest speakers, some general information
on their selection, and some ways to introduce them. There is one
final area that must be discussed, and that's your follow-up
actions when the speaker is finished.
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4.  DISCUSSION LEADER FOLLOW-UP OF GUEST SPEAKERS

~ There are several things that you must do when a guest speaker
has finished. First, you should-thank him/her for making the
presentation. Then give the group-a break,.thus providing the
guest speaker with an opportunity to speak informally with members
of the group. When the break is over and the group is settled
down again, ask if there are any questions or comments that anyone
wants to make. Clear up any misunderstandings. Orally test the
group to ensure that the main points made by the speaker were under-
stood. Finally, summarize the presentation, making reference to
the earlier discussion which prompted you to get the guest speaker.

The last action is to give the guest speaker some feedback
on how the presentation was received and to get some feedback on
his/her perceptions of the group. Such an exchange of information
will help both of you in preparing for future presentations.

5.  PRACTICAL-APPLICATION EXERCISE. Working in groups of two,
go through the manual and pick out an area in which you think a

guest speaker might be appropriate. Using Annex A to your outline,
write down the area selected and give reasons for its selection.
List specific qualifications and other considerations for the
selection of a guest speaker, and outline the introduction you
would make. You will have __ minutes to complete this exercise.
Then one Marine from each group will give us a report. We should
all make notes of these reports for possible future use. |

OPPORTUNITIES FOR QUESTIONS AND COMMENTS

SUMMARY

Discussion leaders can use guest lecturers to enhance
leadership training. Identifying appropriate times for their
use, selecting and introducing them, and following up on
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their presentations must be carefully planned and carried out.

Do not overuse guest speakers, since direct responsibility for

attaining the learning objectives is yours. Use guest speakers
sparingly; use them appropriately; but use them!
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HEADING

USE AND INTRODUCTION
OF GUEST SPEAKERS

Student Outline

LESSON PURPOSE: To provide the student with information on how to
use guest speakers during leadership training and how to introduce
them to Marines.

STUDENT REFERENCES: None.

LEARNING OBJECTIVES: Upon completion of this period of instruction,
and with the aid of references and notes, the student will be able to:

a. Give examples of appropriate times when guest speakers
would enhance leadership training;

b. Select a guest speaker;
c. Formulate appropriate ihtroductofy remarks; and

~d. Conduct appropriate follow-up actions.

STUDENT ASSIGNMENT:

a. The student will listen to a short lecture.

b. The student will participate in a practical-application
exercise.

c. The student, if selected, will present an oral report on

the results of the practical-application exercise.
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QUTLINE (Short Lecture)
I. INTRODUCTIQN

II.  PURPOSE AND MAIN IDEAS

A. Provide Information on How to Use Guest Speakers during
Leadership Training and How to Introduce Them to Your Marines.

B. Examples of Instances when Guest Speakers Could Be Used
C. General Information about Guest Speakers

D. Introduction of Guest Speakers

E. Discussion Leader Follow-Up of Guest Speakers

F. Practical-Application Exercise

I11. LEARNING OBJECTIVES
A. Give Examples of Appropriate Instances
B. Select Guest Speaker
C. Formulate Introduction

D. Conduct Follow-up Actions
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Iv, BODY
A. Examples of Instances when Guest Speakers Could Be Used
1. "Information Gathering," Subcourse 0307
2. Cross-Cultural Issue (Example)
3. Leadership Role of the SNCO (Example)

4. Note of Warning

B. General Information about Guest Speakers

1. Who Can Provide the Information
2. Contact with Selected Individual
3. Leadership Traits of Speaker

C. Introduction of Guest Speakér

1. Contain Only Essential Information
2. Introduction of Speaker on Cross-Cultural Issue (Example)

: 3. Introduction of Speaker on Leadership Role of the SNCO
(Example) :
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D. Discussion Leader Follow-Up of Guest Speakers

1.  Thanks

2. Informal Meeting with Group

3. Clarify Misunderstandings

4. Orally Test for Main Points

5. Summarize

6. Two-Way Feedback

E. Practical-Application Exercise

V. OPPORTUNITIES FOR QUESTIONS AND COMMENTS

VI. SUMMARY
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Annex A

USE AND INTRODUCTION
OF GUEST SPEAKERS

Practical-Application Exercise

Specific Area in Which Guest Speaker Might Be Appropriate

Reasons for Selection of Area

Qualifications and Other Considerations Used in the Selection
of a Guest Speaker

Outline of Introduction
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MANAGEMENT OF INDIVIDUAL ACTION
Subcourse 0205
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MANAGEMENT OF INDIVIDUAL ACTION

Instructor Notes

These materials should not be presented until the officers
and staff noncommissioned officers have received instruction in
"UsMC Leadership Discussion Manual," Subcourse 0401, "USMC Annual
Leadership Training," Subcourse 0402,and "USMC Leadership Discus-
sion Leader Manual," Subcourse 0403. Instructors are
encouraged to supplement these materials as desired.

Part One consists of a detailed outline for a short lecture.
Instructions are included which will enable instructors
to provide inputs for that portion which deals with information
acquisition. Additionally, the detailed outline requires the
conduct of a guided discussion. Instructors are encouraged
. to use their own words in presenting the lecture.

Part Two consists of a Student outline with adequate space
provided for the students to take notes.
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MANAGEMENT OF INDIVIDUAL ACTION

Detailed Outline

INTRODUCTION

1. GAIN ATTENTION. If you are not successful in motivating your
Marines to participate in an individual action effort, you will have

failed to accomplish one of the major overall objectives of the
educational component of leadership training. We are interested
in positively influencing the behavior of our Marines. To this
point, we have touched on various aéz;on assignments in the
educational materials and have had rather detailed discussions
while studying the annual leadership training manual. Since you
should already understand the definition, scope, and range of
~individual action, we will not emphasize those aspécts now. What
we are concerned about at this time is how you are going to manage
individual action. '

2. MOTIVATE. During this period of instruction, we will provide
you with general'inférmatioh to help put management of ihdividua]
action into perspective, and we will give you ideas on how
actually to manage such actions.

3. PURPOSE AND MAIN IDEAS

a. Purpose. The purpose of this period of instruction is
to provide you with information concerning the discussion leader's
responsibilities in the management of individual action programs.

b. Main Ideas. During this lecture, I will addres; the
following main ideas:

(1) Background perspective on individual action;

(2) Information acquisition;

II-H-1



(3) Encouragement and motivation of your Marines; and

(4) Follow-through and supervision.

4. LEARNING OBJECTIVES. There are no specific learning objectives
for this period of instruction.

BODY

1.  BACKGROUND PERSPECTIVE ON INDIVIDUAL ACTION

Emphasis on individual action was an integral part of the human
relations program. It is taking on a more precise meaning in the
leadership program. The key concept is that it is "beyond what is
normally expected of a Marine's grade and duty assignment." We
must keep that concept in mind at all times.

Obviously, the scope of individual action is broad. It in-
cludes some self-improvement, unit improvement, and certain
constructive interpersonal actions--not only toward Marines of
all racial, ethnic, soéia], and economic backgrounds, but also
toward members of other Armed Services and toward civilians. Such
constructive interactions will help to overcome any tendencies
we may have to prejudge and discriminate unfairly.

Why do some of us prejudge and discriminate unfairly? First,
we are-at times unsure of ourselves, or we are insecure personally.
Some of us then try to compensate by criticizing others unfairly.
Secondly, we are incorrectly or inadequately informed about
others. The education phase of leadership training attempts to
supply some of the missing information plus a method for
acquiring additional, more accurate information in order to
stop or reduce prejudice. As it becomes more sophisticated,
the action phase of leadership training will provide a vehicle
for modifying behavior as a result of this reduced prejudice.

II-H-2



The action phase should concentrate on two types of programs.
The first type is that which constructively brings together
individuals from groups which tend to misunderstand one another
and therefore tend to prejudge or neglect one another to the
detriment of individual Marines, the Corps, and society. It is
almost impossible to obtain the desired constructive effect in
these associations unless (1) the associations are one-on-one
rather than in groups, and (2) they occur only after or during the
educational phase specifically preparing Marines for the unfamiliar
situations they will encounter in new cross-group associations.
This is especially true if the economic/class difference between
the individuals is great. Otherwise prejudices may be reinforced
rather than reduced.

The second type of action program is self-development, which
also takes two forms. The first, easy form is that which helps
the Marine satisfy his or her desire to contribute to society in
peacetime. This is especially important in this time of great
social unrest. Any activity which personally involves the Marine
in encouraging others tends to accomplish this self-satisfying
desire. According to the Dual-Life-Value Theory, this is a part
of the species-preserving drive and therefore expresses our most
basic value or need. (Action efforts that also help develop small
unit integrity should be allowed as long as the personal involvement
aspect is not lost.)

The other, more difficult form of the self-development program
requires the acquisition of new skills by Marines. Any new skill
helps build confidence and self-satisfaction and will reduce the
discrimination against others which derives from one's own un-
certainties or inadequacies.

2.  INFORMATION ACQUISITION

(This part of the lecture must be developed by instructors,
since the needs of individual Marines, unit location,
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unit situation, proximity to civilian populations, for example,
vary from base to base. The intent is to be able to tell the
students what is available, e.g., LaubachReading Program, orphans
in nearest town, martial-arts classes at the gym, host nationals
with whom to associate, available educational programs, etc.)

3.  ENCOURAGEMENT AND MOTIVATION

Since it has proven to be virtually impossible to get large
numbers of Marines involved in individual action unless the
discussion leader personally encourages and motivates his or her
Marines, your learning to do so is crucial. As you have probably
guessed, the encouragement and motivation aspect is as varied as
individuals; but let's discuss some basics.

Certainly the Physical Fitness Test can be used as a basis
for encouragement and motivation. Let's say that you notice that
one Marine is a really strong, healthy-type who is a first-class
scorer. You also notice another, much smaller Marine who, although
he may be passing, just doesn't look 1ike the first-class type.
Encourage the smaller Marine to participate in physical activity
designed to increase his PFT scores. Use all the persuasive tools
at your disposal, but sell him. Talk about the PFT score being
a factor in promotions; talk about the relationship between physical
fitness and combat readiness; and--how about this big one?--impress
upon him the need to set a good example for those Marines junior
to him.

On the other side of the coin is the big, healthy Marine.
The set-up is a natural. On a one-to-one basis, quietly ask that
Marine how he manages to get a first-class score on the PFT.
While commending his physical fitness, mention the other Marine
and suggest that they get together. Keep pushing the two until
they make a commitment to each other. That's what we mean by
encouragement and motivation.
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Some of the clues that discussion leaders can use to motivate
and encourage individual action will surface during the individual
introductions. Remember, you must listen carefully. And you must
be conscious of the grades of your Marines. Attempt to get a senior
helping a junior Marine. Stress that the activity is to be accomplished
off-duty. Also, it is a good idea to try to cross ethnic or social
lines in these one-on-one action assignments.

But, let's talk some more about how to motivate and encourage
our Marines. What do you think (GRADE/NAME)? (Conduct a guided
discussion at this point. Get the group thinking about where to
look for clues, e.g., individual introductions and informal conver-
sations during breaks, as well as what devices can be used, e;g.,
PFT and liberty. Address cross-race issues that can be used.

Discuss other Services/civilian interactions as well.)

4.  FOLLOW-THROUGH AND SUPERVISION

After encouraging and motivating their Marines, every good
leader, including discussion leaders, must follow through and
supervise the individual action commitments made by those Marines.
It is not simply encough to get their commitment. You must make
sure that the action is actually accomplished.

How about the two Marines we discussed earlier as an example
of using the PFT as a motivating device? How should they be super-
vised as they work together? By supervision, I do not mean that
you are to be there while they work on pull-ups. However, you
should periodically inquire how things are going. Are there
any problems? Can you help? Show those Marines that you are
personally involved in their task. Then you will know if they
need remotivation. Also, you will have a handle on two valuable
assets--two motivated Marines who would probably be available for
some one-on-one action in other areas.

II-H-5



-So keep a record of the individua] action commitment of the
Marines in your group. If it is impossible for you to follow
through and/or supervise, get in touch with the appropriate
leader in the Marine's chain of command. Tell him/her who is
involved in what individual action and ask him/her to follow
through or supervise their activities.

OPPORTUNITIES FOR QUESTIONS AND COMMENTS

SUMMARY

Marines working together constructively on individual action
assignments in peacetime will work together in combat and win.
And that is the ultimate goal of leadership and this program.
Let's make individual action work for all of us.
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HEADING

MANAGEMENT OF
INDIVIDUAL ACTION

Student Outline

LESSON PURPQSE: To provide the student with information concerning
the discussion leader's responsibilities in the management of

individual action programs.

STUDENT REFERENCES: USMC Annual Leadership Training, NAVMC 2657,
Pages A-6-19 through A-6-22, B-6-1 through
B-6-24, and B-7-1 through B-7-33

LEARNING OBJECTIVES: There are no specific learning objectives
for this period of instruction.

STUDENT ASSIGNMENT:

a. The student will listen to a short lecture.

b. The student will participate in a discussion of individual
action management.
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II.

III.

IvV.

OUTLINE (Short Lecture)

INTRODUCTION

PURPOSE AND MAIN IDEAS

A. Provide Information on Discussion Leader's Responsibilities
B. Background Perspective on Individual Action

C. Information Acquisition

D. Encouragement and Motivation of Marines

E. Follow-Through and Supervision

LEARNING OBJECTIVES
BODY
A.  Background Perspective on Individual Action
1.  Key Cohcept
2. Scope
a.
b.
c.

3. First Type of Action

4, Second Type of Action
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B. Information Acquisition

C. Encouragement and Motivation

D. Follow-Through and Supervision

VII. OPPORTUNITIES FOR QUESTIONS AND COMMENTS

VIII.  SUMMARY
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A TEST OF LEADERSHIP TRAITS

Instructor Notes

These materials are to be presented during discussion leader
training so that the officers and staff noncommissioned officers
may become thoroughly conversant with the traits of lead